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Transfer Overview

* Transfer is the movement of an employee from one position to
another within the present agency or between agencies without a
break in service.

« Employee normally reports to work in the receiving agency the first
workday after the last day worked at the releasing agency.

« Action is initiated by the receiving Agency (the leaving Agency
does not take any steps except to delimit any items on loan the
employee returned)

* Reasons (see Actions Reasons Definitions job aid at BU):
o Agency to Agency — Lateral
o Agency to Agency — Promotion
o Agency to Agency — Reassignment
o Within Agency — Lateral
o Within Agency — Reassignment

o Grade-Band Transfer
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Manager or HR receives employee

BEACON employee supervisor notifies HR data; gathers

accepts a BEACON and sends employee additional info as
transfer offer. data. needed.
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Exception — Change in payroll types

« If transfer results in moving an employee from monthly to weekly
(or vice-versa):

1. Agency processes the workflow as normal

2. When approved Workflow is received in inbox, do not
Initiate the Action

3. Contact BEST Shared Services and they will complete
the Action

 Examples of changes in payroll types:
o Temporary to permanent (or vice-versa)
o A DOT employee transfers to a non-DOT Agency

o A Temporary solutions employee to permanent
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Transfer — Security for both Agencies

If you have security for both Agencies, you will complete the entire
process:

« ZPAAO76
* Inbox to execute approval

« Select Transfer from Personnel Actions screen, enter date and
execute

« Enter data on all infotypes as they appear in Action:

= Actions, Organizational Assignment, Date Specification,
Planned Working Time, Subsequent Activities*, Basic Pay,
Objects on Loan

« Complete Workflow item

* Subsequent Activities should only be completed if the employee is
transferring to a position in a different retirement system than his or
her current position (for example, going from TSERS to LRORS)
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Demo - Transfer Security for both Agencies

Transfer - Within Agency — Lateral

Helen Stephens — Office Assistant IV for CR CDS MOA Deputy
Director

Lateral to same position and salary to CR CDS MOA Educational Se
Same salary: $27,607
Effective date: 6/15/2008
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Transfer — No security for leaving Agency (1)

If you do not have security for both Agencies, you will initiate
Workflow, enter data in part of the Action, and use PA30 to complete

the Action

« ZPAAO76

* Inbox to execute approval

» At Personnel Actions screen:
» Select Transfer
= Enter date
= Click Execute button

(continued)
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Transfer — No security for leaving Agency (2)

(continued)

« Actions infotype: Review for accuracy, Enter, and Save.

« Organizational Assignment infotype: Review for accuracy, Enter
and Save.

« At the vacancy pop-ups, click Yes on both (the first is asking if a
vacancy should be created on the leaving position; the second is
asking if the vacancy on the receiving position should be delimited)

iII:«'Create Vacancy = Al
'@'Delimitvacanw

5 BA001417 Contracts Administrator
5 BA0014802 Contracts Administrator

Create on aamwzuaa
Delimit on pangxzmma

|‘fes || Mo ||R Cancel|

|Yes || Mo ||R Cancel|

(continued)
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Transfer — No security for leaving Agency (3) bEACON

(continued)

 After you click the second “yes”, BEACON automatically returns
you to the Personnel Actions screen. Click the green check to exit

the Action.

=g
HR Master Data  Edit Goto Estras it ) Settings  Systern Help
@ B IRICe® SHE Do FHEl @

Personnel Actions

Persannel na. apooen3z
Mame Henry Hutching
EEGroup A SPA Employees Persh [1681) Environment Matural Resourc
EESubgraup |&1 FT M-FLSACT Perm CostC (4693999999 | CULTURE RESCURC
From
Personnel Actions 4‘
Action Twpe [Personn_[EE oroup [EE sung | [T
Mew Hire (MC) E

Fromotion (MC)
Re-Instatement (NC)
Leave of Absence (NG
Quick Entry (MC)
Investigatory Wi ay (NC) .
Suspension 1) (continued)
Mon-Beacaon to Beacon(hC)

Appointment Change (MC)
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(continued)

» Click the Complete Work Item button (even though you have not
;Me”‘” @@m@fle?ge@]mlt g%&@@ﬁ@@l@ H@mw

3l JH IS & |
SAP Easy Access

L= il ) ]

- lErThls'ﬂnlk liern Has To Ba Gorrplated Explicdy ]
[ Favorites
= 3 SAP menu " IE‘-UG Imﬁnachmnls !IW“GBMS
b [ Office
I [ Cross-Application Compenents =
b [ Logistics 4601 Create PA Action - Transfer (NC) for Homer Lewis - PCR:
» [ Accounting 1000005166
b [J Human Resources
[ Infi tion Syst
b g _Pol;:rsna on systems Description Ohbjacts and stachmants
PCR Initiatar, * P& PCR: Homear Lawis
BCR- 1000005156

Flaass complete all data for the naw + PCR List: Wardiow Tracker
perzonnel actinn for Employes Hormar

Lewis ~ Personnel #30000035 based on

the atiached request

* Waka aure to Save your changes bedona
gxfting fom the screen, and do not press
the 'Complete Work e’ button umil the
nacecsary charges have boon

Complatad

= W ywou need 10 Cancel the antire PCR,

— kg work item to highlight
i orass tha 'OtheNggetions. - button =
w# Complabe Work e B Cancel |

. Click Complete Work Item |““9 Complete ¥iark liem | button.

* Immediately go to PA30 and complete the Action
(continued)
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(continued)

Access PA30 to complete the Action
Select Actions infotype .

INTEGRITY
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R SAPS

Select AII tlme pe“Od Maintain HR Master Data

1)) %) e
Click Overview 77 |
Select the Transfer action
Click the Copy icon
Select Execute Infogroup e -
Click Continue
Save and/or enter data

. Time | Addtl Personal Data m (IE

and save as applicable the
Infotypes that appear (Organizational Assignment, Date

Specifications, Planned Working Time, Subsequent Activities?*,

Basic Pay, Objects on Loan)
Complete Workflow Item

* Subsequent Activities should only be completed if the employee is

transferring to a position in a different retirement
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Transfer - Agency to Agency — Lateral

Rachel Bales — Contracts Administrator for ENR SO AIT Assist-
SectIT

Lateral to same position and salary to CR CDS Archives & History
Same salary: $53,174
Effective date: 6/15/2008

Assume you have already submitted Workflow.

%“
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